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Multilingual Premium
QUICK REFERENCE GUIDE

Use this procedure to enter the Multilingual Premium for employee. This
premium is only approved for a few agencies and only certain individuals
within those agencies.

This should only be entered for employees approved for the premium.
These employees have the hours entered on CAT2. The IT0014 has to be set
up correctly to ensure the employee will be compensated.

Prerequisites:

¢ Employee and Agency are approved for the Multilingual Premium
¢ You must have access to the employee
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SAP Easy Access

Enter the Transaction code (PA30) in the command field

Click the green check
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Enter the required fields for the mulitilingual Premium that include:

e Enter the PRNR in the “Personnel no.” field
e Enter 14 in the “Infotype” field
e Enter WT in the “Sty” field

Once all the required fields have been completed click on the Create button at the top of the
screen.
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Enter the amount to of the multilingual Pay Rate for the employee.

1. .30 =for employees that use another language for
2. .60 =for employee that use another language for

Enter the beginning date the multilingual will begin in the Start field.

Click the save button to create the record.

NOTE:

The word “level” will appear in the field to the right of the Pay Rate after the record is saved

After the start date of the record you can begin to enter the multilingual time code on the
timesheet in CAT2 or other KHRIS related timesheet. The time code to record the multilingual
premium is 9LNG. This is a premium only and must be recorded with the same number of hours
as the attendance type. The employee cannot have more premium hours than sum of 1REG +
6ADL hours.

PC/DHRA/DEM/PY
NOV 2015



